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IDENTIFIERS 
ABSTRACT 

Course content described in this panphlet prepares 
students with the skills and knowledge needed as beginning typists in 
the world of work. Perforaing with both speed and accuracy # the 
student will develop a high level of typewriting skill in office 
production of business forns, envelopes, index cards, eiployaent 
forns, statistical tables, and business letters. Included in the 
cours9 are occupational relationships, enrollaent guidelines, 
perforaance objectives, course content (equipoent and supplies, 
activities, practical typing exercises) , strategies and learning 
activities, evaluative instrunents, student resources, and several 
appendixes devoted to different types of tests. (KH) 
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X. come TXTLB—INTBRMBDUTB TYRHRZTXMC SKXLXiS 



ZI. COUMI IIIUMBBR-7704.41 (7764.41) 
XXX. 00UI8B OBSdtXPTXOM 

A. Synoptlf 

Tht eeurs« prevldet a aaant for the studMt to develop the ekillt 
«Bd knowledge needed for a beginning typlet position In the world 
of work. Re will develop a high level of typewriting eklll In 
efflee-type production, performing with both speed and accuracy. 
He will learn to type buslnese forme, envelopes, index cards, 
employment forms, statistical tables, and two-page business 
letters* 

B. Textbook— One or more of the state adopted textbooks for use In 
the senior high school or a book provided by the school. 

C. Occupational Relatlonshlps««Typlsts 

Office Clerks 
" Card -Punch Operators 

Receptionists 
Secretaries 
Stenographers 

XV. COURSE BNROLZifBMT GUIDBLXMES 

A. Prior Bxperlences Needtid 

The student should have achieved the objectives of 7704.21 (Typing 
Business Reports, Outlines, and Kanuscrlpts) prior to enrollment 
in this course. 

B. Pretest 

A pretest can serve two objectives: (1) it can help In Identifying 
weaknesses or (2) it can identify any advanced okills already 
achieved by a student. Thus the pretest will enable the teacher to 
plan individualized learning experiences. If the student feels that 
he has mastered the objectives without taking the course, the Pinal 
Evaluation or a parallel evaluative device should be administered. 
Successful completion of the evaluation should indicate that the 
student would select a more advanced course « 

V. COURSE OF STUDY PERFORHMfCE OBJECTIVES 

Upon successful completion of this course, the student will be able to— 

1. type special business coranunications given in unarranged form 
(Inter-offlce memorandum, telegram, telefax, business-reply mes- 
sage, voucher check) on forms provided, with a minimum production 
rate of seven net words a minute; 

2. type ipeclal business forms given in unarranged form (purchase 
otders. billt of lading, and invoices) on forms provided, with a 
minimum production rate of eight words a r"*iiute; 
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• eOimSB OP STUPy PERTORNANCB OBJBCTXVIS, Centl&utd 

3. eorrtetly pUet glvaa •ddraftat on Urgt %ti tMll tBV«lop«t{ 

4. eorrtctly •mngt "tlmtll," **sp«eUl dallv«ry,** 'lioW for •rrlv«l,** 
and ethtr ipoeUl aeuetdM qu tflvoleptss 

5. uf« oat of tht Mthods of chain food lag tavolopos; 

6. correctly pUee tad typowrlto glvta uatrraagod copy oa ladcx earJs; 

7. dOBoattraec faallUrlty with the format aad coatant of a partoaai 
data ahaae aad a lattar of appllcaeioa by conpoilng and typamrlt* 
lag a copy of aach, ualng hla mm paraoaal laforaaeioaj 

8. corraetly arrange and type fren unartanged copy, colunmi of 
aaterlal either la worda or aumbera— under aultable colunnar head* 
Inga ualng proper tabulation techalquea; 

9. correctly erraage aad type from uaarraaged copy, a oBe*pa3e letter 
which eoatalaa material which muat be typed in eolumne; 

10. correctly arrange and type from unarranged copy, tabulated data 
vlth typewritten rullnga; 

XI. type a mailable copy of a given letter ualng one of the three baale 
letter atylea-*block, modified block without paragraph indentlona, 
and modified block with paragraph Indent lona*«uae either open or 
mixed punctuation at ten PRAM; 

12. correctly place given apeclal notatlona on lettera; for example, 
copy end mailing notatlona, attention and aubject llaea; 

13. develop and typelin effective letter by using appropriate form 
paragraphs from a given Hat for a given sltuatt.on; 

14. correct typewritten copy by aqueeslng or apreadlng letters, eraalng, 
or properly using commercial products cusrrently on the market; and 

15. type a flve-mlnute timed writing (ayllabllc Intenalty of 1.4) at 

a mlnlmm speed of 25 groaa worda a minute with five or leaa errora« 

COURSE CONTBNT 

A. Equipment and Supplies 
1. Baale 

a. Typing desk— adjustable in height 

b. Typewriter— manual or electric 

c. Chair— poature 

d. Textbook 

e. Paper (supplied by student) 

f. Demonstration stand with typewriter 

g. Stopwatch with 60-aecond sweep hand 
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h. Tintr with btll 
1. Dictionary 
2 • Supplttmeiitary 

«• OvarhMd prejteter Md f <3re%iv ^Ith appreprUte aeetatei 

b. Pllmttrlp prejteter, , and appropriate fllmstrlpt 

c. Faeor or analysar 

B« Pra«typlng Activities 

1. Work area arrangenent 

2. Body position 

C« Business Poms 

1. Interoffice memoranduB** Interoffice nemorandun form 

a. Special letterheads 

b. Ko salutation 

c. No complinentary close 

d. Reference initials 

e. Margins for memoranda 

f. Carbon copies 

2. Telegram— telegram form 

a. Types of service 

b. classes of service 
e. charge 

d. Sender k address; date 

e. Address 

f. Bo(!y of the message 

g. Sender's name 

h Reference initials 

!• Sender's address and telephone 

J. Carbon copies 

3. Telefax— telefax form 

a. Call letters 

b. Type of servica 

c. (Xitllned border 

d. Clean, dark type 

e. Company charged 

f . Carbon copies 

4. Voucher check— voucher form 

a. Drawer 

b. Payee 
c • Amount 

d. Body of voucher 

(1) Date 

(2) Invoice 
(J) Amount^ 

f. Purchane order— purchase order form 
a* Buyer's name 

b. seller's name 

c. order number 
d • ^rms 

e. Shipper 

f. Quantity 
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S* CftUlog Ataibar 

h. Mteriptlen 

1. Prle« 

j* car iaieui and nunbtr 

k. Kargin and tab ttoft 

1. Carbon eopiat 

6. Bill of lading— bill of lading form 

a. Carrier 

b. Shipper 

c. Date 

d. Coaalgnee 

e. Routing 

f. Delivering carrier 

g. Ktanber of paekagea 

h. Oeacrlptlon 
1. Weight 

7. Ittvolee—lnvolce fom 

a. Addretaee 

b. Window envelope 

e. "Our" order nunber 

d. Customer order number 

e • Buyer 

f. Shipped via 

g. Quantity column 

h. Beacrlptlon column 
1. Unit price celumn 

J. Total and /or extension column 

8. Business -reply message— business -reply message form 

a. Special heading 

b. Reply to be written on same form as original message 

c. Carbon copies 

d. Slgnattires 

e. . Folding 

9. Credit memorandum— credit -memorandum form 

a. Addressee 

b. Description column 

c. Unit column 

d. Total column 
e* Authorization 

D. Envelopes 

1. Tsrplng the address 

a. First letter of aialn address at center or five left of center 

b. Single spacing 
2 • Style 

a. Block style 

b. ZIP code abbreviations 

c. ZIP code placement 

3. Placement of special notations 

a. Airmail 

b. Special delivery or registered mall 

c. Atteatlon, hold for arrival, or personal 

U 
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4. P«ldl«t tid iMtrtlng proetdur* 
«. Satll 

b. Urge 

e. Windoir (latttr) 
d. Window (iBVOlet) 

5. Chain fMding •svtloptt 
n. Front •food Mthed 
b. Baek«food aoehod 



B. Ittdox Cards— •tiling lift 

1. Margina 

2. Spacing within body of card 

3. Alphabot icing indox cards 

F. BmployMnt Foraa 

1. Latter of application 

a. Return addraaa 

b. Content 

c. Enclosure of data shaet 

2. Personal data sheet 

a. Personal inferaation 

b. Bducation 

c. School activitiea 

d. Work experience 

e. Reference 



6. Statistical Tables 

1. Statistical tables within a letter 

a. Spacing after heading lines 

(1) Main Heading 

(2) Two-line «ain heading 

(3) Secondary heading 

b. Rorisontal placenent»backspace*froB-center isethod 

(1) Preparatory steps 

(2) Center in't 

(a) Centering by columnar headings 
<b) Centering by colunnar entries 

(c) Centering by longest iteas, whether a heading 
or an entry 

(d) Determining and setting left margin stop 

(e) Setting tab stops 

2. Typing ruled lines 

3. Typing tables with grouped data and notea 
«• Grouping data 

b. Reference note 

c. Source note 

d. Leaders 

H. Business Letters (review) 

1. Special letter-placement points 

a. Margins and date placement 

b. Address 
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e« Aee«ntlen IIm 
d. Subject Hat 
• • Coapany nuat 

f. Typtwrleetn nanii «nd olfleUl elelt 

g. R«ft::cnet laltltlt 

h. Pestterlpt 
!• Bneloture 

j. T^*p«ge l«ee«rt 

(1) Vertical fom of sccond-paga haadlag 

(2) Morlcontal for« of facoad*paga haadlag 

2. PuBctuatlon atylaa 

a. Opea puactuatlea 

<1) No puBctuatloa after aalutatlea 

(2) Mo puactuatloa after coapllaeaftary eloat 

b. Mixed punetuatloa 

<1) Oolea after aalutatioa 

(2) Ceau after coBpllaeatary cloae 

3. Bleck atyle 

A. Modified block with or without paragraph indentioaa 

a. Date indent loa 

b. Paragraph indention 

c. Signature block indention 
5. Latter:* fron form paragrapha 

a. Current date 

b. Inside addresa 

c. Fora paragrapha 

X. Hrror Correction 

1. Erasing technique 

a. Origiaal copy 

b. Carbon copies 

c. Eraser shield 

d. White -out, correction tapea, etc. 

2. Squeesini and spreading of lettera 

a. Correcting an enitted letter within a word 

b. Correcting an extra letter within a word 

3. Aligning and typing over worda 

a. Alignnsat scale 

b. Variable line apacer 

c. Checking accuracy through use of stencil position for 
ribbon control 

d. Using window of window envelope or cellophane sheet 

VIZ. COURSE PROCEDURES, STRATEGIES, AND SUGGESTED LEfOUIIMG ACTIVITIES 

The nethods used in teaching thi4 eegMent of typewriting will depend 
on the svaluatlon of each individual student's need. Soise of the 
students will be far more accurate and have far more speed than others, 
which demands a degree of individual instruction. Teaehera could 
approach sons new learning activities with the 'tell, show and repeat'* 
method. From that point, one can expand into audio-viiual presautationa. 
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VXX. COURSE 9R0CB0t]RS8» SmTEGXBS, AMD SUCGBSTBD UARHXN6 ACTXVXTXBS, 
Contlnutd 

drilit, tlMd wrltlnga, pmtlee •«Mlont» and ptrfornanec tesCt. 
Geala should bt aet and work ahould htad toward thtaa goala for aaeh 
atudtne in eha elaaa. lha taaehar ahould aae proptr eaehnlqua pattarna 
at tha baglnnlng of th« couraa*«daak proparly arraagad with neadad 
auppltaa eleaa at hand, ".erract poatura, ate., ao that thare will ba 
no waatad tlaa during tha elaaa period* 

Throughout tha eouraa there will be opportunltiea for additional 
drilla en varloua new topica. The teaeher ahould refer to the drllla 
prcvided in the textbook that he la uaing aa the need for therie 
varloua drllla ariaea. There ahould definitely be drllla on eapitali* 
sat ion, nuBiber and punetuatlon guidea, envelope feeding, a tat let leal 
typing, word dlvlalon, guided writinga for Aontrol, tlswd wrltinga for 
apeed, and aetivltlea aueh aa tabulating, aligning and typing over 
werda, eraaing, centering, aqueccing and apreadlng lettera, typing 
eoluamar headiega, typing naln and aaeendary headinga, aecond-page 
headinga for lettera, and Setter parte drills. Sinee the purpose of 
rhla courae la to prepare the atudent to enter a buaineaa office, the 
teaeher nuat atreaa the akill of proofreading. 

Bxcellen.: auggeationa for drilla will be found in eourse outllnea for 
No. 7704.11 B-Z Way to Type; Mo. 7704.21 Buaineaa Applications of 
Typewriting Skllla; Mo. 7704.31 Typing Buaineaa Raporta, Outllnea, 
and Manuacripta; and No. 7704.42 Typewriting Bniah Up. 

VXXX. BVALUATXVE XM8TRUMBMTS 

The preteat Inatrunent ahould be the equivalent of the final teat for 
thia courae, Xntermedicte Typewriting Skllla. Unleaa the atudent'a 
acore Indieetea that a remedial courae should be taken or that he he 3 
attained the objeetivea of the course and ta reedy zo start a nore 
advMced courae, any items missed by the student should provide a 
atarting point for Inatructlon in thia courae for thia atudent. 

IX. FB80URCBS FOR STUDBMTS 

A. Textbooka 

One or more of the state adopted typewriting textbooka and/or 
one of the department *a chooaiag. 

Altholz, Gertrude. Hodem TypewrltlnR Practice . 3rd ed. 
New York: Pitman Publlahlng Corporation, 1962. 

Ligourl, Frank E. B ^aie Typewriter Oi>eratioAa«*Princlplea and 
and Problema . Cincinaati: 8ot'«th-Veatern Publiehlng Co., 
1971. 

Rlchardaon, Mine K. Type with One Ha nd. 2nd ed. Cincinnati: 
South-Weatem Publlahlng Co., 19 1. 
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IBSOOteSS FOR STUpBHTS, Centlnutd 

Stokts. F«ul A. Today's TvDlnt . 5eh td. Beth«sd«, M.: Global 
Publlshlttt Co., Xne., 1968. (poporbaek) 

B. Drill Books, Workbooks, and fraetlee Sots (Rofor to catalogf for 
currant Issuaa.) 

Ona or aoro of tha workbooks that ara cor ra la tad with tha studant 
taxtbooka ara avallabla fron tha raspactlva publishing eonpaaias* 

Blandan, Edward G. and Kalapa, Barbara H. Quick Survey Coursa in 
far^ Typina . Naw York: Oragg Division of McGrawHill Book 
Co., 1968. 

Bowaan, Wallace B. Business Latter Typing . Cincinnati: South* 
Western Publishing Co., 1965. 

Breadel, Laroy A., and Near, Doris. Punctuation Drills and 
Enarcises . New York: Gregg Division of HeGraw*Rill Book 
Co., 1970. 

Brendel, Leroy A., and Near, Doris. Spelling Drills and acercises. 
Naw York: Gregg Division of McGrawHill Book Co., 1964. 

Bra\idal, Leroy A., and Laffingwell, Elsie L. English Usage Drilla 
and B«arcises . New York: Gregg Division of McGraw-Hill Book 
Co., 1968. 

Ferguson, Margaret Ann and Nalapa, Barbara R. Basic Gregg Tvpina 1— 
Machine Controls (text -workbook) . Naw York: Gregg Division of 
MCGraw-Hill Book Co., 1969. 

Ferguson, Msrgaret Ann and Nalapa, Barbara H. Basic Gregg Typing 2— 
Foundations of Production (text -workbook). New York: Gregg 
Division of McGraw-Hill Book Co., 1971 

Fries, Albert C. Timed Writings about Careers . Cincinnati: South- 
western Publishing Co., 1963. 

Frisch, Handal. Applied Office Typewriting . 3rd ed. (text -workbook). 
Naw York: Gregg Division of McGraw-Hill Book Co., 1969. 

Grubbs, Robert L. and Weaver, David H. Typing Igprovenent Practice , 
either electric or manual edition. New York: Gregg Division 
of McGraw-Hill Book Co., 1972. (May be used with Gregg pace- 
setter.) 

Grubbs, Robert L. and White, Jsms L. Sustained Tiaed Writings . 
3rd ed. New York: Gregg Division of McGraw-Hill Book Co., 
1971. 

Hansen, Beatrice E. Progressiva Typing Speed Practice . 3rd ed. 
New York: Gregg Division of McGraw-Hill Book Co.f 1968. 
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UlOneU FOR SrUDiam, Contlnutd 

UvlMi, Rattuin. Tvntna for Evrvoa« > Hav York: Area Publlthlng 
e:, Xne., 1971. (35 lattoM) 

UUt, fftrtor} Bniidal, Uroy A.; and Krauta, Ruthaeca. Tvplna 
^f l^hU Latf ga> 2nd ad» Maw York: Gragg Dlvlalon of MeGraw 
RIU Book Co., 1969. 

Lloyd, Alan C; Row, John L.; and Wlngar, Frad E. Tvntng Powar 
Drills . 2nd ad. Maw York! Gragg Dlvlalon of McGrawHill Book 
Co., 1965. 

Manaaay, Leula C. and Rravilln, Nathan. Tlmad Wrltl nga for Taanaaara. 
Maw York: Pieman Publishing Corporation, 1963. (Primarily for 
junior high schools) 

Palmar, Harold 0. and Agnaw, Allan M. Trlnla^Controllad Tlmad 
Wrltlnga » Cincinnati: South-Wastarn Publishing Co., 1970. 

Raha, Harvas. Business Uttars for Typing . 3rd ad. Maw York: 
Pitman Publishing Corporation, 1969. 

Rowa, John L. and Etlar, Fabern. TypwrltlnR Drills for Snaad and 
Accuracy . 3rd ad. Maw York: Gragg Division of McGrawHlll 
Book Co., 1966. 

8ase, Bsthar. Advanced Typing Proiacts . Maw York: Pitman 
Publishing Corporation, 1961. 

Short Coursa for IBM Salactrlc Tvpawritar . Intamatlttnal Bualnaas 
Machines Corp., 1918. 

Thompson, James M. Typewriting Timed Writings with Selected Drills . 
3rd. ed. Cincinnati: South«Western Publishing Co., 1968* 

Wanous, S. J. Statistical Typing with Tabulation Problems . 2nd 
ed. Cincinnati: South-Western PubliiJilng Co., 1956. 

Winger, Fred B. and Weaver, David H. Gregg Tailored Timings (electric 
or manual editions). Maw York: Gregg Division of McGraw-Hill 
Book Co., 1971 (May be used with Gregg pacesetter.) 

Wood, Merle A. and Houae, Clifford. Vocational Forms Typing 1*15 
(text -workbook) Mew York: Gregg Dlvlalon of McGraw-Hill Book 
CO., 1972. 

C. Reference Manuala (in addition to dictionaries and encyclopedias) 

Abbreviations for Use with ZIP Codes . United Statea Postal Service, 
Waahington, D. C. 1967. 

Dougherty, Margaret M. ; Fizgerald, Julia H. ; and Bolander, Donald 0. 
Instant Spelling Dictionary . 3rd ed. Mundelein, Illinoia: (#areer 
institute, 1967. 



lUOURCSS FOR 8TUMIT8, COBtiauad 

Grrln, Ruth B. and Sabln, VlllUa A. Rtftrtnct Htnutl for Sf no> 
mvkiMtB and Tvplitt . 4th td* Grtgg DlvltlOB of MeOraw-Rlll 
Book Co., 1970. 

Gtttdo for Typing Toni Ptoira Md Roporta. A « (11 pp. —750; Ho. T-4) 
Taachlttg Aldt Xneorporatad, Foat Of flea Box 3527, Loag Baaeh, 
California 90803. 

Rouaa, Clifford R. and Koabala, Apollonla M. Rtfaranca Hinual for 
Qffica Faraennal . Sth ad. Cincinnati: South •Waatam Publlah* 
Ing Co«, 1970* 

Houaa, Clifford R. and Skurow, Saaual. Typawltlng Stvla Manual , 
(correlated with 20th Century Typewriting, 9th ed») Cincinnati: 
SouthrWeatern Publlahlng Co., 1968. 

How to Spell It . Sperry Rand Corporation, 1340 Heat Flagler Street 
Mlanl, Florida, 1967. 

Lealle, Loula A. 20.000 Worda . 6th ed. Hew York: Gregg Dlvlalon 
of MeGrawHlll Book Co., 1971. 

Sllverthom, J. B. and Perry, Devern J. Word Dlvlalon Manual . 2nd 
ad., Cincinnati: South-Weatern Publlahlng Co., 1970. 

Tlpa to Typlita . Smith-Corona, 3850 Blacayaa Boulevard, Mlaal, 
Florida, 1967. 

25 Typing Shortcuta . Sperry Rand Corporation, 1340 Heat Flagler 
Street, Miami, Florida, 1967. 

0. Learning Activity Packagea 

Thirty-two Touch Typing media packagea are available from 
Textbook Servlcea of Dade County Public Schoola (1971). The 
following packagea are appropriate for thla courae. 

llS-MP-26 PARTS OF LETTERS 

llS-MP-27 CARBON COPIES AND SMALL ENVELOPES 

llS-HP-28 PROOFREADERS* MARKS 

llS-MP-29 TABULATION WITH MAIN AND SECONDARY HEADINGS 

11S-MP-30 TABULATION WITH COLUMNAR HEADINGS 

E. Vldeotapea 

Vldeotapea (one -ha If hour each) correlated with the above learning 
packagea are available from the Department of Media Servlcea, Dade 

County Public Schoola (1971). 

F. Audlotapef (reel-to-reel and caaaette) and Recorda 

Clasaroom taachera should prepare additional tapes to aaalat 

individiial studenta. 
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IX. WSOmaS pot STUDBMTS, Contlnutd 

Both South -W«ft«rn Publlihiiis Cenpany and Grogg Oivli ion of McOraw 
Hill Book Company htvo tots of tudlottpoa that aro eorrolatod with 
tholr toxtbooka. Rafar to thalr eataloga. 

Claaa national Publiahara, Inc., haa 74 tapaa that taach tha antira 
firat yaar typawriting (148 laaaona); 5-ineh raala or 
caaaattaa; Stock #116700, $662.30; 3825 Bunkar Hill Road, 
Brantwood, Maryland 20722. 

Muaical Typing Racerda (awing arrangamenta) , 20 to 50 wpn; four 
45-rpm rccorda, $4.60 (Sat 99). Taaching Aida Incorporatad, 
Poat Office Box 3527, Long Baach, CA 90803. 

Racorda for Gregg Typing. 191 Seriea— Keyboard Drilla and E tarciaaa . 
Boxea 1-4 (each haa 5 racorda), $24 each; complete aet with 
filmatrlp guide, $86.50. New York: Gregg Diviaion of McGraw- 
Hill Book Co. 

Rhythm Set. 16-60 Seriea ; 33 1/3 rpm. Set 1 (6 recorda), $28; 
Set 2 (6 recorda), $28; compUf aet, $51. New York: Gregg 
Diviaion of McGraw-Hill Book Co. 

Typing Improvement Taoei (reela or caaaettea). Ten 15-ninute 
leaaona for teachera or advanced atudenta. Set No. T-47, 
$22.50. Tape 2— Improving Typing Technique, and Plan Your 
Work; tape 3— Work Your Plan, Parte I and II; tape 4— tricka 
of Typing, and Stencil Cutting; tape 5— Correcting Miatakaa, 
and Typewriter Care. Teaching Aida Incorporated, Poat Office 
3ox 3527, £ottg Beach, CA 90803. 

Wood, Merle. Tapea for Timed Writinga . Inatructiona and intervale 
are recorded. Each tape ia $10 or complete aet, $40. Weatera 
Tape, Box 69, 2273 Old Mlddlefield Way, Mountain View, Ck 94040. 

Tape 1—36 one-minute tlminga 

Tape 2—22 two-minute tlminga 

Tape 3—16 three-niaute tlminga 

Tape 4—10 five-minute tlminga 

Tape 5—1, 2, and 3 -minute tlminga 

X. RESOURCES FOR TEACHERS 
A. Booka 

Teacher 'a editiona, manuala, teat bookleta, and/or aolutiona for 
Boat of the booka Hated in Student Reaourcee are available from 
the publiahera* 

Crawford, Thomaa Jamea* The Effect of Emphaalzing Production 
Typewriting Contraated with Speed Typewriting In Developing 
Production Typewriting Ability . Monograph 97. Cincinnati: 
South-Weatem Publiahing Co., 1960. 
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nsmCBI FOR VSkCmS, CenelniMd ^ 

OtugUt, Lloyd v.; BUnford, J«Mt T«.| and AndtrtoD, Ruth X. 
TMchlng BttilMM Sttbioctt . 5eh iid. Bagltneod Cliffs: 
Pr«,iitle««Htll, Inc., 1958. 

Iddlnst. CUlrt V«ff. Saeyf ry'rt (ionUU Modtl Utter Handbook , 
Eatlovood Cliffs; froaeUo-Bill, Iiie.» 1965. 

Guido to Bwilnoot Rduaitlon la FL o i Ids SchooU> A «»Bullotln 72. 
TaIUIuimoo: Stoto DoportMrAt of Educ«tloa» 1967. 

KrovollB, Ifothan. Art TyolBK . rovlood od. Now York: Pltsuia 
Fubllthlat Corporation^ 196.'>. 

Umb, Mir ion M. Tour Flrot Y— r of Ttochlng Tvonrttlng . 2ttd od. 
Cincinnati: 8outh«W«stoni Pvibllahlng Co.» 1959. 

Llguorl, Frank E. Baalc Tvnaiirltlng Oporatlona«'»Prlnclploa and 
Probloaa . Cincinnati: South -Wot tera Publlahlng Co.» 1965. 

Robinson, Jorry W. Practlcoa and Proforoncoa In Teaching Tvpowltlnn . 
Cincinnati: South«Wcatom Publlahlng Co«» 1969* 

Ruaaon, Allien R. and Wanoua, S. J. Phlloionhy and Pavchology of 
Teaching Tvpewlting . 2nd ed. Cincinnati: South -Weatem 
Publlahlng Co.» 1972. 

Veat, Leonard J. Acquialtion of Typewriting Skllla . New York: 
Pitman Publlahlng Co., 1969. 

White, Jane F. and Shank, Bruoe C. Teaching Typewriting . Portland: 
J. Weaton Welch, 1964. 

B. Perlodieala 

Balance Sheet. The . Cincinnati: South-Weatem Publiahing Co., 
Monthly, October through May. 

Buaineaa Education Forum . Uathlngton, D. C: National Bualneaa 
Education Aaaoclatlon. Publlahed monthly. 

Bueineaa Education World . New York: Gregg Diviaion of McGraw-Hill 
Book Co. Five publiahlngft each achool year. 

Journal of Buaineaa Educati on. Eaat Stroudaburg, Pa.: Robert C. 
Trethaway. Monthly, October through May. 

Typewriting Hewa . Cinclanati: South-Weatem Publiahing Co. Semi- 
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RISOURCIS FOR mCHBRS, Contlnutd 



C« Ltaraing Activity PackAgtt 

A tMOhar paekaga with cuts, •v«lu«tlng laatruatatt, and aoluclena 
to aooonpaay tha atudaat paekagas la avallabla from Taxtbook 
Sarvleas, Dada County Public Sehoola. 

D« Taata 



Coaaarclally praparad taata eorralatad with taxtbooka ara avallabla 
fro« most publlahara* 

Mulkeme, Donald and Andrawa, Kargarat S. Civil Sarvlca Taata for 
Tvplata. Haw York: Gragg Dlvlalon of MeGraw-RlXl Book Company, 
1969. 

Smith -Corona* Inc., 701 East Washington Straat, Syracusa, MY 13201, 
has tasts on tha Porta of Bnslnasa Lattera and Syllabication «■ 

Tvpurltlna Soaad Taata Booklat . (20 flva-mlnuta tlmsd wrltlnga) 
<40c) Haw York: Gragg Division of McGraw-Hill Book Co. 

Tvpavrltlng Taats . Two sots (If-l and W-2) of 12 timed wrlclnga 
each (30 coplaa of tach writing). Avaraga ayllabic Intanalty 
la 1.5— from aaay to difficult. Taachlng Aida Xncorporatad, 
Poat Office Box 3527, Long Baach, CA 90803. 

Tvplna Production Teat Booklata . (20 taata; 40c). Naw York: 
Gragg Divialon of McGraic-Hill Book Company. 

B. Transparandas 

Gregg Tvp lQg Tranf.narancv Library (requlraa Fllpatran viewer auga— 
$7.25), Total, $373. New York: Gregg Olvlalon of McGraw-Rlll 
Book Co. 

Volume 3, Tabulations $ 57.50 

Volume 4, Forms 57.50 
Volume 6, Correspondence (2 books) 105.00 

Transparencies . Machine Manipulation (25 vlauala), and Special 
Applications (25 visuala), with plaatic adapter and teacher *a 
manual. Cincinnati: South-Weatern Publiahlng Co. (Split- 
atiek mounted, $153.75; apring mounted with wall racka, $275.) 

Western Publishing Educational Services, 1220 Mound Avenue, Racine, 
WZ 53404, haa an aaaortment of typewriting tranaparendea 

Including the following; 

J8-779 through J8>788->Varioua types of letters with over- 
lays 

J8-789 through J8-791— Types of punctuation in lattera, 
with overlays 

J8-793 and J8-794— Folding for large and small envelopes, 
with overlays 

13 



• tISOUMStt POR TB4CHBR8, ConClaiitd 



F« Chares and Voacara 



Typlna Do'a And nudm 
Tninn Mablf „ M|ht 
Paraonalltv. Pah l 

^JllSf?^' Waahlngton Straat, Syraeuaa. 

MY 10013, haa a bullaCln board chart on all typat of anvalopaa. 

Plctura Pottara and Wall Charta for Graaa rvninu . Nan York: 
Cragg Dlvlalon of HcGraw-Hlll Book Co. 

Coablnatlon nail chart and projaetlon aeraan ($24.50) 
Uttar-atyla aarlaa— 6 poatara ($24.50) 
Partonal*Uaa Sarlaa— 6 poatara ($24.50) 

'^***S"^oSm? I»J^Por«tad, Pott Office Box 3527, Long Baach, 
CA 90803. iwo-color charta: 

Sat No. T-l, $20, 5 lattar atyla charta, 25 by 38 Inchaa; 
8... wi i"?***fS"i"! ***** typing of anvalopa 

III 2!' I'l' t]l* I ^»>;y*o'-P*"«« cartoona, 19 by 25 inchaa 
111 S I't' tlb i '•ehlnqua cartoont, 19 by 25 Inchat 
Sat No. T-5, $12, 4 Mnutcrlpt gnlda charts, 19 by 50 

^onUntB, 3-paga sanutcrlpt 

with footttotaa, bibliography. 
Sat No. T-6, $6, ona hand-poaltloa chart, 25 by 38 inehaa: 

aavtral akatchaa 
Sat No. T-S, $5, IBM Salactrlc keyboard with almilatad 

kaypunch, 25 by 38 Inchaa (can ba adaptad for any 

alactrlc keyboard) ^ 

^^^^!^($12!75)^''^ Cincinnati: South-Wattarn PubUahlng 

6. Pllat and Pllsttrlpa 

Gragg Dlvlalon of McGraw-Rlll Book Co. : 

Fllattrlpt for Graea Tv»i«g (bdl) by Ralter and Lloyd- 
Ktnual Typewriter Skill DavelopMat Set, $35 
Electric Typewriter Skill Develop«ant Set. $35 

BDL Typing Kt^vbeard Introdnetion . $35 

gPL Tvplna Skill Develop nt /5fi7 

Gregg Tvpa wrltlng Sarlaa 

Set No. 2, act of 8 fllnttrlpa and 4 recorda, $112 • 

Baalc Tabulation Typing, Baalc Manuacrlpt Typlig, Basle 
Latter Typlng-Parta I and 2, Baalc ForL T^mg Basic 
Display Typing (Prlnclplaa and Pattarna, HtSoda and 
Shortcuta-Parta 1 and 2). » • auo 

''"^iLfSll!!^ Bqulp-ent Dlatrlbutors, 319 Monroe Street, 
nontgcaery, AL 36104. * 
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RESOURCES FOR TEACHERS, Centlnutd 



IBM SiUctrlc. Tht . 16 on, 8 mln., eolor, toimd. Xnttruetloii*! 
ItattrUlt Catalog, Dtd* County Schools, Mo. 1*0S496. 

Riiht at tht Tvptvrlf r . *16 fM. 24 nlnutot, bUck/whlto , iotrnd. 

Xnttruetlonal MitorUlt Catalog, Dado County Schools, Mo. 1»31383. 

Right Touch . 16 tm, 18 alnutaa, color, sound. Instructional 
Matsrlals Catalog, Dads County Schools, Mo. 1*13131. 

Starling Educational Fllas, Inc., 241 East 34 Strsat, Msw York, 
Maw York 10016, has: 
Rawed lal Typing . 16 am, 11 «lnutas, 1968. 

Typing Tachnlquas (1), 16 vm, 12 mlnutas, color, 1968. Includes 
usa of alactrlc typawrltar, spaca bar and tab bar, sattlng 
■arglna, tha ball, and othar oanlpulatlva parts; nunbara. 

R. Bullatln Boarda 

Bullatln Board Idaas««Typawrltlng (1961) and Bullatln Board Idaas 
for Buslnass Classas. 1965 (also through 1970) Supplaaant . 
Dalta PI Bpsllon, Ohlvarslty of Mortham Colorado, Graalay, 
Colorado. ($1.50 aach) 

Dawtr, Thadys J. and Whlta, Jana P. 200 Visual Teaching Idaas. 
Portland: J. WSston Walch, 1961. 

X. Othar Aids 

Artistic Typing Haadquartars, 4006 Carlisla Avanua, Baltinora, MD 

21216, has Typanriter Mvstary Gamas . Art Typing , and Daal»a»Grada . 

Proofreading Bxarciaas . Holyoka, Massachusetta: Mational Blank 
Book Coopany. 

Proofreading Bxarciaas . Mew York: Lever Brothers Coopany 

Teaching-leaming aida that are available fron South -Western 

Publishing Company and Gregg Division of MeGrawRill Book Cocpany; 

Certificates of credit and proficiency 
Award pine and charas 
Progress charts 

Rolla of honor 

> 
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SAMPLE TB9T--8RCXAt BII8ZIIE8S CtMOMXCATIONS 



Probltm 1: Inttroffle* Mtaertsdua 

Instruct lonf : 1 ee; SSi utt fonn provided by Instructor 

To: Ronald GnrUnd, Dlroetor, Rosonrch and DtvolopBtnt; Dito: (current ); 
Pile: M0*242811; From: Reed Connor, Preeldent; Subject: purcheee Orders. 
(P) When eonpletlng • purchase order, ws suggest that your departnent 
follow the steps set forth In the eoopany procedures aanual. This should 
ollnlnate the problems that have been encountered when the Purchasing 
Oepartaeat fills your requests. <P) Please ask your staff to fubmit a 
typeifrltten foni giving the* exact catalog auaber and description listed* 
If anyone prefers a particular cenpany, be sure to give this company's 
naae. By folloiring this procedure the Purchasing Departnent can handle 
your requests nuch faster and «ore efficiently. (P) if any Miabers of 
your staff need a copy of the latest procedures vanual, please have your 
secretary obtain a quantity from the Administrative Services Departnent. (xx) 

Problem 2 : Full Rate Telegram 

Instructions: 1 cc; SS; charge aeader; use form provided; fill in 
information in printed heading; use current year 

Reno, Nevada, Kerch 2, 19—; Capital Printing Company, 1566 Santa Clara 
Streeir, Detrlot, MX (P) Please submit final bid for the printing of our 
Contract Order Mo. 2487. It is imperative that «e have your bid within 
ten days. Your bid must be written according to the specifications outlined 
in our letter of February 15. Phil M. Oswalk, Purchasing Agent, Gambol 
Mttal Works, Inc. (xx) 209 Cheney Street 

Problem 3: Full Rate Telefax 

Instructions.: 1 ce; SS; uma form provided 

Call letters: FOR FT; Charge to: Volcan Steel Company, Toledo, Ohio; 
(current date); Wolf Office Bqotpment, Inc., 456 Arbor Trail, Ann Arbor, 
Michigan. (P) Please state time of earliest shipment of 42 typewriters of 
your well-known brand at bid price you submitted; shipment is for delivery 
to our Stores Department, 7001 S. W. Fourth Street, Miami. 

Problem 4: Utter of Confirmation 

Instructions: Block, mixed; 1 cc; envelope; use stationery provided, 
and current year 

April 17, 19—; Mr. Richard G. Figro, Executive Vice-President, Holt- 
Reed Manufacturers, Inc., 4433 Hickman Road, Des Moines, U 40610. Dear 
Mr. Figro (P) This confirms our purchase of 25 collators for use in the 
new Cutler Ridge office. According to your specifications, 12 of the 25 
will be 20-page collators; and the remaining 13 will be 10-page collators. 
(P) As you indicated, we shall expect delivery no later than July 1. 
Our Cedar Rapids office opens for business on that date. (P) We asstmie 
that you have made arrangements for one of your engineers to direct the in- 
stallation of these machines. Please let us know by return mail if such 
arrangements have been made. You may use the enclosed pro-addressed postal 
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Mims VIST— Busxinss coMMoinanoin, CMtimMd 



2lf'aJ'Llll*'*^!!!f/?f ^ •••iitaaet la MUeting eh* eeUatort eo 
fm%u our M«dt. CArdUlly yeur«, UMUird 0. V«», Dlrtetor <n) Bneloam 

Pr«bl«B 5: BiitiMtftaply NttMt* 

iMtruetiMt: 1 ee; 88; fwnw yr^vidtd by iBttnieter 

ir thjt your d«HrMBt it mdmtafM 

hoir «• will Meruit thoa. Ridwrd Nftyo, Prooidont 

l!'S«!*JIIIJ*** fcMldont; Otto: (curront) (P) Af 

2r?i^«i?L*n iS'JL'f'^/**'?: ^> of tht fivo elirk pioitiono 

thi.^l!!:?L ?5 J t!!!*; w i hopo u. e«a Moe thio to ooi^ 

ciiit UTftttt flittor. Jtato R. Ctfty 



MOT: Iho toochor wiat eoaftruet and duplicate aaetsaarv foM. uoiat 

;il.2ni*Ih!i'!?t*L!r*i~** ??" "^V^^* «««>«tfc tim ahould bt 
aiianod aa that all atudaau could eeaplata all problavt. 



It 



SAMPLE T8ST*«Tmil6 AOSftttStS Of XMDBC CABD6 



Typ« tA «ddr«M e«r4, provided by your loitructor. for Mch now CYC 
■•«bor llttod bolow. Aftor typlnt all tho cordf, arraBio thoa in alphabotle 
ordor by §unum: U tuo tunaMi tro Idontleal, MrMgo tho two eardo 
•ecordlBg to tho first aoMt. SuM»ly tho eorroct otato ZIP abbrovUtlou 
usiag tho Hot provldod. 

Mro. Shirley Gall 
625 Covort Run Plkt 
Bellevlow, Koatueky 42011 

Mr. Honton Farley 
212 West Main Street 
Bentoa, Kentucky 42025 

Mra. Barbara Pries 
28 Wallace Avenue 
Florence, New York 40142 

Mlaa Vlrtlnla L. Lunt 
190 waat 49 Street 
Rlalaah, Florida 33183 

Mr. Save Koaofaky 
601 Perk Avenue 
Mtrieaont, Ohio 45227 

Mr. T. F. Levan 
26 Ute Drive 

Madeira, Pennsylvania 45232 

Mr. and Mra. Herbert Hill 

P. 0. Box 225 

Udy Lake, Florida 32659 

Mr. Alen Koch 
389 Red Bud piece 
Terrace Perk, Ohio 45174 

Mrs. Alma Jeen Foster 
3486 Wslton Creek Road 
Paducah, Kentucky 42867 

Mr.ltlehsrd Grayson 
Overlook Apartnents, #23 

Cincinnati, Ohio 45227 
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8AMKB TIIT— BNnXKNRIT AmXCAnOMS 



A. LttUr of AppllMCle&t Cmpm« at tH« typawriUr • latttr of 
applleaeien for ont of tho followlni posltioiw in « butlaoM off let: 
Clork-Typltt, Stonographor, 8«ortt«vy, Boekkotptr. mo your hono 
addroii for tho rttum addroM mi tho currant data. Uaa tha lattar 
•tyla you prafar. Addraaa tha tattar to Mr. Jon H. Block, Dlractor 
of Paraonnal, I. Strauaa and Ccaq>any, 107 Baat Vaahington Straat. 
Ittdlanapolia, ZN 42045 

B. Paraonal Data Shaat: Cenpoaa at tha typawritar a data ahaat to aodoaa 
with your lattar of application. Arranga tha natarlal on tha data 
ahaat m good fom. 

C. Aftar you hava co«poaad both of tha anployacat foma, naka any naadad 
panell correct iona; than ratypa both In good form. Addraaa an anvalopa 
for your lattar and data ahaat. 



HWS: Tha teacher muat aupply an envelope. Enough tine ^ould be allowed 
ao that all atudanta can conplate all problana. 
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SAKPUS TSST—SlATXSTXaa TYPING 



Irobltn 1 1 laearef f le« Htnonndtas with TtbuUtlen 

InttmetloM : 6 tpAoat batwean columi of ubuUtlon; SS; 1 ee: 
COMPANY MAIL •avalept; um font provtdod 

To John MeBrlde, Portonael Dlrocter; dato: Juao 1, 19—; Ftlo: TT-5A3* 
Prom Kolth Bngllth, Offleo Mftatgor; Subjoct; Staff Pronotlont (P) At 
you recall, w« raeaatly ravlawod ttaff prenotloat with atnbart of your 
departatat. Hit followlag ttaff mtmbart will ba pronotad affaetlva 
July 1 to tha potltloa and talary grade Indicated : 



Naat Petition Salary Grade 

Robert Rotettlae Accountant AS*7 

Jtfhn White Office Mftnager AS*9 

Gloria Snlthy Seereury A8*5 

Jean Beat Clerk Typltt AS -3 

Marie Turner Secretary AS -8 



(P) Pleate make the necettary changet In each pertonnel record affected. 
(P) On July 15 thete ttaff membert will receive corretpondence announcing 
their promotion and new talary grade, (xx) 



Problem 2; Letter with Tabulation 

Inttruetlont : Modified block with Sotpaee paragraph Indentlont; SS 
tabulation; 2 tpacet between colunnt; mixed punctuation; 1 cc 

March 31, 19—; Mrt. Beet Meyerton, Salet Manager* Modem Office Equipment 
Company, 1965 South Shore Drive, Chicago, IL 32201. Dear Mrt. Meyerton: 
(P) Thank you for your order of March 26. All Itemt have been thlpped 
and thould reach you thortly. Thete are at followt: 
Quantity Detcrlotlon Uhlt Price Total 

16 dosen #2 pendlt— blue .75 $11.80 

14 doeen Typewriting eratert— ttlck 2.10 29.40 

5 reamt ^20 bond paper •*^lte 5.50 27.50 

6 reamt Heavy carbon .paper— black 2.50 15.00 

$83.70 

(P) Plwtte let ut know If any problemt occur with the thlpment. (P) We 
appreciate your bualness and look forward to tervlng all your office 
tupply needt. Sincerely yourt, Mary A. Pearton, Salet Manager (xx) 
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tAMFU nST-SIATXSnCAL TVPZIIG, OOtttlautd 



froblta 3: Boxtd Tablt 

Xttttruetlont: Full thMt; 8 tptMs bttnten eolumts raadlng position; 
M body; typt horUoatal tad vortleal rulings; tiwllno nsln tasdlng 

VOCATIONAL BOUCATICIV IN FBOBRAXXY REIMBURSED CIAS8B8 

Aff^ul^yy Trsdo and Itiduatrv Hons Eeom«ilas 
mF 93,125 429,071 154,491 

J!?! ^^^'^^ 3*5.546 

1945 446,778 522,933 890',464 

^^^•'54 1,431,808 

1965* 887,529 2,098,520 

*BseiBstod 



NOTE: Ths tssehsr wise conseruee and dupllests nsessssry foms, using 
eho sscsaplos glvon In eoictbooks sad iforkbeoks. Enough tins should 
bs alloMd so that all studoats eaa eooploto all probloas. 
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8AMPU TBST—BimZNB88 UTTSR8 



Otatral Znttruetloiit! utt«rh««d •tatloMry «n4 •nvalepct arm provided 
for your uso; uto tho eurront dot*. 



Probloa 1: Block Ltetor with Opon Punctuation 

Mrs. Mtrthall Counts, 3021 Mint ion Drivo, Ouluth, MM 55802. Door Mrs. 
Counts (P) At • chtrgo cuttooicr, you nro on* of our SPECIAL peoplo. To 
thow you hew ouch we •pproeintt your pntronago, wotrt offoring you and our 
othtr charge cuttooiora a unique, monoy-taving opportunity. Through a 
tpoeial purchatc, we can offer you a wide selection of leather catual coatt 
at prices that can't be beaten. These casual coats cone in toany classic 
styles that will look good on you— and they nen't go out of fashion. 
(P) Won't you cone in next week and see these coats? You will find that 
they are not only stylish but alto practical for driving, thopping, and all 
your leiture activities. They never need cottly dry cleaning— dirt and 
t taint COM clean with a daap cloth and a little mild detergent. (P) Rememb 
thit offer it for our charge custooert ONLY. This opportunity will WOT 
be offered to the general public. Just shew this letter to a sales clerk, 
and she will give you an eidllusive showing. We have only a liaited number 
of these coats, so please don't take a chance by waiting too long. 
Sincerely yours, J. R. Hay, Sales Manager 



Problem 2: Modified Block Utter with Mixed Punctuation 

Mrs. A. Z. Parley, 1975 Chestnut Street, Minneapolis, MN 55203. 
Dear Mrs. Parley (P) if we could only make this letter smile, you would 
see the paper crinkle from comer to comer. That would show you how 
happy we were to receive your order which arrived today. Our records show 
that this is the second order you have sent us in recent months— an indica- 
tion, we hope, that you are satisfied with our merchandise. Thank you very 
much, Mrs. Farley, (P) There will be a sli^t delay in filling your order 
for the personalieed stationery. This has been an extremely popular item; 
and, at the moment, it is out of stock. We will send promptly the remain- 
ing items you ordered and will ship the stationery as soon as it is received 
from our print shop— probably within a week or tea days. (P) A copy of 
our Utest catalog will be mailed to you within the next few days. We 
hope that you will find many items of interest in it so that we may have 
the pleasure of serving you again very soon. Sincerely yours, C. Josepto, 
Sales Manager 
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SAKnZ TEST— BOSZmSS UTIBRS, COtttiiiutcl 

"^^tj^.!^"^** ^^"^^ "^^^ Puactuttlon and ZiidtaM 

r2Iff\S?.f* «• ■•inula elite rapueaeion. (p) yo« «^ ' 

MdoU «• h«d ea tpoeUl mIo. Tho Mwort noro oold it" te trttelv 
sutrtactt OB our pare. Boutvor, la vltw of eht dlffleuleitt veu dmmirthmA 

^ f?f ; T*^"^ ^ Htroatgt vary aueh tad hopt ehte 

5# rttolva your dlfflcultlaa eo your eomlaeTtteitfteeioB 

Joha M. Guttaftott, Dlraeeor of CuteoMr RtUeioat ""■'•*y y»«r«» 

HOW J Tho cttehtr mite dupliotet or prevldt Iteetrhttd teteiooary tad 



2l| 



SAMTUB TBST— SFBCXAL BUSZIIB88 FCRMS 



VroblM It Furehaat Order 

Znttrueeloiif! 2 ee*a; 88 body; ut« form providod 



To: Mlllor Eloctrleal 8upply Ceoi|Mny 
321 Woit Elnoat 8erMt 
ClovoUad, OR 44109 



Ordor No. 
Dteo 
Toms 

Ship VU 



S8901-D 

NovMBbor 15, 19— 
Not 30 days 
Buekoye Transit 



Quantity 


Cat. Mo. 


10 doe. 


FB-41253 


8 ea. 


AI-198763 


850 ft. 


DC-48596 


3 coila 


IW-17896 


60 aa. 


CF-44S36 


4 etna. 


DI-38976 


12 rolla 


DF -00967 



Daacriptlon 



Prlca 

120«v, 20 anp, fuaalaaa 2 -circuit $228.00 

braakara 120.00 

Blngla-clrcult auto lighting device 56.95 

1/2 in. galvanised steal conduit 59.85 

2 -wire, #14 electrical cable 9.00 

30-aiiip, cartridge fuaaa, braaa enda 36.20 

Floraaeant lamps 22.00 

3/4 in. X 66 ft. electrical tape $532.00 



Problem 2: Bill of Lading 

Inatructloaa : 2 cc*a; uae form provided 

Shipper *a No. X-10952, Carrier Monarch Tranaport Company; from Tri-State 
Steal Producta Company; date, April 17, 19—; at Huntington, WV 25700; 
consigned to Rayaa Conatruction Company; deatlnatlon, 312 Weat Main Street* 
Columbua, OH 43200; 



Packagea Daacriptlon Weight 

U 1 1/4-lneh galvanised ateel pipe 24,291# 

13 Automatic baler tie wire 12,642# 

9 3/8-ln. X 6 machine bolta (ateel) 685# 

7 1/2-ln. X 36 treaded ateel roda 370# 

10 3/16-ln. X 1 1/2 flat head bolta 135# 

23 6 X 12 — 2/4 nelded wire meah 8,165# 



Shipper: Tri-State Steel Products Company 

Farmanant address of shipper: 2095 West Auburn Street, Huntington, 
WV 25700 



o 

ERIC 



gAMPUl TI8T— SflCZAL BU8XIIB88 FOiHS 



"'^xStJictlSS-'^Z ecU; 88 body; ut« fosa pywWtd and ctiwtnt y««r 

fi««* ii«««ib«« 25 19-; Our Ord«r Ho. A-498576; Cuitooor Ordtr Ho, OL2237; 
^« SrSS diy;; sold S Hay. Conitructlon Co-pany. 705 Jtlfraon Avtnuo 
lottlailllo. W 43218; Shlppod via Honarch Tranaport Coopany 

Quantity Daacrlptloii Unit Ptlco Total 

16 ft, I 1/2-10. galvanlaod ataal plpa .27 $ 

550 ft. 3/4.ln, butt-iiold atd. plpo .24 132.TO 

10 aata 6 pe. masonry drlUa 7.40 n.OO 

$210.32 



HOTE: Tha taachar ouat conatruct and dupUcata nacaajary 

axainplaa given In taxtbooka and norkbooks. Enough tli» ahould ba 
allowad ao that all atudanta can coa^lata all problaaa. 
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